Word Processing Program Evaluation


Directions: Examine the following items and determine which ones you feel are important for your class situation. Place an X on each line for which the software meets your needs.


Product Name			Manufacturer			Grade Level		


Hardware


		1.	Computer processor speed


		2.	Computer compatibility


		3.	CD-ROM or DVD capabilities


		4.	Monitor resolution


		5.	Hard disk space required


		6.	Memory needed


		7.	Printer compatibility


		8.	Microphone


General Features


		1.	Cursor control


		2.	Word wrap


		3.	Page breaks


Standard Editing Features


		1.	Cut and paste


		2.	Copy


		3.	Drag and drop


		4.	Find and replace


		5.	Insert and delete


		6.	Spelling checker


		7.	Grammar checker


		8.	Thesaurus


		9.	Saving and printing


Standard Formatting Functions


		1.	Automatic page numbering


		2.	Font


		a.	Typeface


		b.	Pitch


		c.	Point size


		d.	Style


		3.	Headers and footers


		4.	Justification


		5.	Line spacing


		6.	Margins


		7.	Superscripts and subscripts


		8.	Tabs


		9.	Underlining


Advanced Features


		1.	AutoCorrect


		2.	AutoFormating


		3.	Automatic indexing


		4.	Change tracking


		5.	Charting


		6.	Columns


		7.	Desktop publishing capabilities


		8.	Endnotes


		9.	Equation editor


		10.	Footnoting


		11.	Glossary


		12.	Graphic organizer


		13.	Hyperlink creation


		14.	Importing of different graphic file formats


		15.	Macros


		16.	Mail merge


		17.	Math computations and sorting


		18.	Outlining


		19.	Speech recognition


		20.	Style sheets


		21.	Table of contents


		22.	Tables


		23.	Templates


		24.	Voice annotation


		25.	Web page creation


		26.	Windows


		27.	Wizards


Safety Features


		1.	Undo last move(s)


		2.	Warning questions


		3.	Automatic save


Ease of Use


		1.	Help screens


		2.	Online tutorial


		3.	Printer setup


		4.	Talking processor


Support Features


		1.	Technical support


		2.	Tutorial material


		3.	Readable manual


		a.	Activities and lesson plans


		b.	Tutorial


		c.	Index


Consumer Value


		1.	Cost


		2.	Free technical support


		3.	Guarantees�Rating Scale


Rate the word processor by placing a check in the appropriate line.


Excellent ___________ Very good ___________ Good ___________ Fair ___________ Poor ___________


Comments:


